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Proof of Claim

Florida Southern Bankruptcy Court

Notes: Welcome to the training module on Filing a Proof of Claim. This module walks you through filing a proof of claim
with an attachment using the court’s electronic case filing system (CM/ECF).

Slide 2

@, Objectives
S ——

After completing this module, you will be
able to:

QO Locate the File Claims event within
CM/ECF

Understand how this event functions

Q
O Add attachments to the proof of
claim being filed

Notes: After completing this module, you should be able to locate the File Claims event within CM/ECF, understand how
this event functions, and add attachments to the proof of claim being filed. When you are ready to begin, click START.
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U.S. Bankruptcy Court

Southern District of Florida
Official Court Electronic Document Filing System

CAVECF VERSION 4.3
NOTICE:

on 12101 AM 6l 12:30 AM.

s e peeka e o T duie :

7 foeity i for Offcial ont Aetniy s ]
Procedure 9011, nder I8USC 52 and 3571,

fLast login: 03.18-2013 0946 - ‘

Notes: From the Main Menu bar, click Bankruptcy.
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Select File Claims

Notes: The Bankruptcy Events list will appear. Normally, for claim matters, you would select Claims Actions from the
Bankruptcy Events list. However, for this tutorial, we will file a proof of claim which is found under File Claims. Select File
Claims from the list.
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Notes: The Search for Creditor screen will appear. Generally, you should leave the Name of Creditor and Type of Creditor
field blank so all case related creditors can appear in the results screen.
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Click Next

Notes: Verify the case humber and click Next.
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Select a Creditor for Claim

(Case 131017111 Zac Zamore and Zoe M Zamore

Click Options

loc & crodior ] ‘

Notes: The Select a Creditor for Claim screen will appear. CM/ECF requires all claims to be associated with a creditor
record for the case in which the claim is being filed. Click the Options arrow to view a list of creditors associated with this
case.

Slide 8

Notes: Search for your creditor from the list provided. If the creditor is not listed or is not an exact match you would click
Add Creditor. For this tutorial, we are filing a proof of claim on behalf of the creditor Capital One.
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ect-trainfisbuscourts gov/cgi-b 097991952088-L1.0-1 > 2 | 42| x R4 Googie

= - Page~ Sefety~ Tookv @+ ) § [

Notes: Select Capital One from the list.
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gi-bin/FilingClaims piT753097991952988 - 1

v Page~ Safety~ Tools~ @~ | I ]

uuuuu Reports Utities Search

% CMJECF TRAIN - U.S. Bankouptcy Courthisb - Wi.. 11| (=) e

Select a Creditor for Claim Chaios fied om Dokl of crodiee

Case 13.10171-LMI: Zac Zamore and Zoe M Zamors
Capital One - PO Bax 82018 Ricnmona VA 232822015 - 1

Capitsl One.
PO Box 83015
Rickmond VA 232655015

®
1 s e corruc cradie

E=1 o)

Click Yes

/ Trusted sites | Protected Mode: Off A~ mEox -

Notes: A window will open that will advise whether the selected creditor has previously filed claims in this case. For this
tutorial, the information shown is an exact match for our creditor. Click Yes to confirm.
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‘Proof Of Claim Information For
152911  Capital One

Box 85015
Richmond VA 232855015

Amends Claim & -

Case Nuaber: 13-10171-LMI [Fina :F‘:’KB[:]

Last Date To File Date Filed 03182013

Last Date To File(Govt): Click Options.

Claimed
Amount Claimed Secured Priorty
et ot s of :
' Sriors ons o rior o
(et Tcured priors enara oo < oo s pte
et & oy
Deseription
Remsrks
Amend opelons:  Clear all Amouats
(et [Ciear]

Notes: The Proof of Claim Information screen will appear for the selected creditor. If filing an amended claim, enter the
original claim # in the Amends Claim # field. For this tutorial, leave the Amends Claim # field blank. The Filed By field
defaults to Creditor. Click the Options arrow in the Filed By field to view a list of filer types.
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Proof Of Claim Information For

152911 - Capital One
PO Box 85015
Richmond VA 232855015
Case Nomber 13-10171-LMI e
Last Date To File Date Filed: 031182013
Last Date To Fils(Govi):
Claimed Select Creditor
Amount Claimed. Secursd Priorty
Sar e Tosat amowc o :
Claim & of Doce Cace Fied a1 cured amont Sriora, ester o prion o
el secured prioro. fevarai Boc ¢ o ciains (B on ciatms
e & e
Description:
Remarks:

Amend options: ~ Clear al Amounts

Hxt] [Cinar]

Notes: Select the role of the party filing the proof of claim. For example, the Trustee can file a proof of claim on behalf of a
creditor and would select Trustee from the list. For this tutorial, the claimant, Capital One, is a creditor in this case. Select
Creditor from the Filed By list.
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Proof Of Claim Information For
152911 - Capical One

PO Box 85015
Richmond VA 232855015

= Amands Cllcn # FidBy;
Case Number: 13-10173-LMI (Fine) e -
Last Date To File Date Filed: 03182013
Last Date To File(Govt):
Claimed
Amount Claimed Secured. Priority
Ever the Touat dmowcetof cocured
Ciaim a of Date G Fied r O sacsred amount prisely, onter ta prioriy amous
(e secured priaris gonara B ¢ ow ciaim) (Bex 3 ax ciatng.
ecured & webneners
Descrption
Remarks:

Amend options:  Clear al Amounts

Nest] [Ciner]

Notes: In the Claimed section you have several fields available to enter the claim values. Do not enter dollar signs,
commas, or decimals in these fields. For this tutorial, the total amount of the claim is $5500, including secured and
unsecured amounts. For this tutorial the amounts have been entered for you.

Proof Of Claim Information Far
152911 - Capital One.
PO Box 85015
Richmond VA 23288 5015
Amends Claim & v
CaseNomber 1310071100 — e
Last Date To File: Date Filed: 03182013
Last Date To File(Gove):
Claimed
Amount Claimed Secured Priority
£50000 )
Eviee 0 Torat ot o 3 - i
st e of Dae O Fiod e 0 Secured amoe riarla enie s prioris dmourd
(ol secrd prieits gonrs B o ctaim) (B o el
miscured & e,
Description:
Remarks
Amend options:  Clear sll Amounts
asa] [Cioae

v Pagew Ssfety~

e
=
S EERTE
e je—— Fiedny
B e
P etnd
-
N— p— e
Crmm | o ;
Emrmemy, T
S EEE R
R
=i
—
e
=1
Click Next

Notes: The Description and Remarks fields are available to add additional detail about the proof of claim. Any information
entered in these fields will appear on the Claims Register. For this tutorial, leave these fields blank. The Amend options
radio button is not selected. Since we are not amending a previously filed proof of claim we will accept the default. Verify
all information entered on this screen for accuracy and click Next to continue.
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Browse.
actachments to Document: ® No 1¥es

Notes: The PDF selection screen will appear. Because the proof of claim we are uploading exceeded our 10 MB file limit,
it was saved as two separate PDF files. Besides file size limitations, this feature can also be used to attach exhibits,
affidavits and other supporting documents. Since it was saved as two separate PDF files, at Attachments to Document
select Yes.

Slide 17

“ase 1310171 LMD
Filename

[Artachments to Document: ~ No | ¥
[Have you redacted? Click Browse

tim | (Cinme

Notes: When using CM/ECF, any document uploaded must be in a PDF file format, with the exception of the Creditor
Matrix. The next couple of screens you will view provide a demonstration of uploading a PDF file to CM/ECF. Just follow
the mouse on screen. Click the Browse button to locate the first PDF file for your proof of claim.
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to Upload —

<« COMMON (G) » 1 Case Documents ~ %9 |1 5= 5

New folder - [ @&

p

IR

Notes: The Choose File to Upload dialogue box will appear. Navigate to the directory where your PDF document is
located.
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Slide 19

8 Croose e v Upiond e
)y b = COMMONG) » 3 CareDocuments ]

51 8 Relief From Stay & Adequate Protection
8 Relief From Sta
W Computer = Y
& o 519 Certificate of NoResponse
MO d Order Granting Motion To A
8 APPS ()
2% COMMON (G)

8 ECRO (0)

2 PenaD (\\fisbnal\flsb\MIAUSERS) (59

File name: - [(mifiecH ~| Click Scroll Down arrow

Sancrt | ]

Notes: Click the Scroll Down arrow to locate the file.
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Ty i

Ky . « COMMON (@) » 1 Case Documents =% [dse r: ;-

(EE—— - o e _
B Desktop 21 "Name .
B Downloads o a

. Recent Places

Right-click the PDF file

% Computer of Claim

2 APPS (F)
£ COMMON (G)

&3 ECRO (0)

S PenaD (\\flsbnal\flsb\MIAUSERS) (59

=
=
=
& os ]
=
=
=

Notes: When selecting a file you may right-click or double-click on the file you want to upload. Before uploading, verify the
correct PDF file is selected and pursuant to Federal Rules of Bankruptcy Procedure 9037, ensure the attached PDF files
do not contain personal identifiers. Right-click the PDF file.

Slide 21

(@ crocse Fie 1o Upioad
Corw| ) = COMMON (G) » 1 Cove Documents T5 N

# COMMON ()
5 ECRO (0)
8 PenaD (\\fisbnal \flzb\MIAUSERS) (5)

File name: 11 Proof of Claim

Notes: Select Open with Adobe Acrobat to confirm you are uploading the correct file to CM/ECF.
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€ Choose File to Uplosd 9 11 Proof of Claim.pdf - Adobe Acrobat Pro
g

T creste - @7 =) :\ @O LDB ~ Click Close

]z | [ [ [ =] = Tools | comment | share |
{

% Computer

& os©

G APPS(F)

% COMMON (G)
& ECRO (0)

S PenaD (\flsbnal \fisb\MIAUSER
File name: 11 7}

Notes: Verify the document is complete and has been redacted. After verifying its accuracy, click the Close button to exit
the file.
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Name
217 Motion to Aveid Lien
7 8 Relif From Stay & Adequste Protection

88 Computer

&os@
3 APPS (F)

% COMMON (G) n Regarding Payment Advices

&4 ECRO (0)
5 PenaD (\\fisbnal\isb\MIAUSERS) (59

4

File name: 11 Proaf of Claim - [AiFlecn S
=
L
Click Open

Click Next

Notes: The PDF Selection screen will appear again. Verify the file path of the PDF selected populates in the Filename
field. Click Next to continue.
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‘ome or more.
e 13-10171-LMI

1) Select the PDF document that contains the atiachment

Filename.

- |

L2 Fittin the fikds sesow. Click Browse ‘
Category
s Beiow. 4 . & compte, citck on the N buiton.

Asato L |

Remove from List ‘

Notes: The Select one or more attachments screen will appear since we had selected Yes to Attachments to Document
earlier. Click the Browse button to locate the attachment to your proof of claim.

[ 8 Choose File to Upload p—

G| & < COMMONG) » 1 CoseDocuments

Organize »  New folder

B Vi 517 Motion to Avoid Lie
o 7518 Relief From Stay & Adequate Protection JEREE
e 518 Relet From Stay

3 19 Centificate of No R
& os(c
o APPS ()
<24 COMMON (@)
8 £CRO (©)

€2 PenaD (\\fisbnal\fisb\MIAUSERS) (59

e < (Airscn =

Slide 27

6 Choose File o Upiosd p—

C/u [l « COMMON (G) » 1 Case Documents =Y

[ ormmize -+ newtotter

& Mu:

il Pictures
B videos

8 Computer

& osw@
& APPS (F)
% COMMON (6)

53 ECRO (0)
% PenaD (\\flsbnal\flsb\MIAUSERS) (5:)

File name: v [AuFies e ~  Click Scroll Down arrow

ComB (o )

Notes: Click the Scroll Down arrow to locate the file.
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(78 Crocse Fie to Upiosd

« COMMON (G) » 1 Case Documents

Slide 28

New folder

= APPS ()

S COMMON (G

&% ECRO (0)

4 Penab (\\flsbnal\flsb\ MIAUSERS) (S:)

File name: Attachment to Procf of Claim

Double-click the PDF file

Regarding Payment Advi

- [AnFiles )

[

Notes: Before uploading, verify the correct PDF file is selected and it is complete and legible. For this tutorial, we will not

simulate reviewing the document. Double-click the PDF file.

Slide 29
ﬁOS((w
T 30 e b
File name: Attachment to Proo of Claim - [AuFies -
Click Open
Notes: Click Open to associate the file to the case.
Slide 30

1) Select the PDF document that comams the ariachment
Filename

L2) Fittin the fikc deiove
Category andor Description

G 11 Case DocumentsAttachment ¢ Choma) ‘

Below hen the s of flemames & complete, cick on the Next button.

Click the text box

rren \

Rarmove fom List ‘

Notes: The Select one or more attachments screen will appear again with the file path populated. A description of the
attachment is required. Under category, you can select from pre-defined list or enter a manual entry under Description.
For this tutorial, click in the Description field.
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1) Sedect the PDF documens tha consains the anachment
Filename.

G1 Case DocumentiAtzachment t_Browse.

2) Fill m the feld below:
Category and'or Description

3) Acd v fiemame 10 the lst Box: below, If you have more atiachmens, g0 back o Siep 1. When the lst of ilenames & complete, elick on the Newt buton

Acato U |

Remave from List

e ]

Notes: Type Attachment POC and press Enter.

Slide 32

1) Select the PDF documen that contatns the ariachment
Filename

G 1 Case Documents Attacnment t_Browse_ )

L2) Filt in the fieles belor.
Category andor

131 Ackd e flercame to the st box below. f you Aave more atachmenss, 80 back to Siep 1. Whers the st of ilencomes is complete elick on the Next bution.

Rarmove fot

Click Add to List

st |

Notes: To complete the process, the attached document must be added to the entry. Click Add to List.
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Filename

i [Gromse.|
L2) Fill i the fiids beiow.
Category andor Description

) 4ckd the fllencme to the It bax below. I you £0 dack 1o Step 1. is complate, elick on the Next b

s to L

Click Next

Notes: Confirm the attachment file path populates in the Add to List field and disappears from the Filename field before
continuing. If there were multiple attachments, repeat the three previous steps until all attachments are displayed in the
Add to List field. Click Next to commit this transaction.

Page 11 of 16



Adobe Captivate LIM_Module2

Lairn pf 77852319811 3-1

5 mm v Page~ Sofety~ Tools~ @@~ | NI (Nl

Notes: The Notice of Electronic Claims Filing (NEF) screen will appear. The NEF is the confirmation that your transaction
has been filed electronically. The Claims Register link provides the opportunity of running a Claims Register Report which
shows the list of claims filed in a particular case including a final summary page. Clicking on any of the links on this page

will require a PACER login and published fees will apply.

Slide 35

Resources

67_

1l:or further information, refer to our website
or:

LR 3001: Proof of Claim

LR 3002: Filing a Proof of Claim in a
Chapter 7, 12, or 13 case

m LR 3003: Filing a Proof of Claim in a
Chapter 11 case

m Electronic Proof of Claim form

Knowledge Check

Notes: For further information, take a moment to review the listed resources available on our website. Additionally, a proof
of claim may be filed electronically using the electronic proof of claim form link provided on our website. This service is
provided as an alternative filing option for those parties not eligible to register for CM/ECF. The website contains an
instruction guide, FAQs, and the electronic Form. When you are ready, click Knowledge Check to continue.

Slide 36 - 45

Random Question

Linked To POClim

Question 1 of 9

Notes: Knowledge Check
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Slide 46

@ Summary
R I

You should now be able to:

m |Locate the File Claims event within

CM/ECF

m Understand how this event functions

m Add attachments to your filing

Notes: Now that you have reviewed the learning module on Filing a Proof of Claim, you should be able to locate the File
Claims event within CM/ECF, understand how this event functions, and add attachments to your filing. Click EXIT when
you are finished.

Slide 47

G'r_

Thank you for viewing the module

on Filing a Proof of Claim.

Notes:
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Knowledge Check Question 1o

Complete the sentence below by filling in the blanks.

The| -Select— |v|field in the proof of claim information screen is provided in order to select the

original claim number when filing an amended proof of claim.

Options: Amount Claimed; Amends Claim #; Priority; Filed By

Notes:

Knowledge Check Question 20fa

When selecting a creditor from the list to associate with the claim,
you should:

A) select the exact match

B) select the most similar match
C) Add Creditor

D) Add Common Creditor

Notes:

Knowledge Check Question 30f9

If your proof of claim has already been reduced to the smallest
possible size but still exceeds 10 MB, you should:

A) reduce the file size and try again

B) split the PDF in to separate files and select YES for attachments
Q) call the Help Desk

D) troubleshoot using the online resources

Notes:

Question 1

Question 2

Question 3
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Knowledge Check I e

When adding an attachment to a document, do not provide a
descriptive title for it within CM/ECF.

A) True
B) False

Notes:

Knowledge Check Question 5 of9

When entering the claim values into CM/ECF do not forget to
include dollar signs, commas and decimals.

A) True
B) False

Notes:

Knowledge Check Question 6.0f9

Pursuant to FRBP 9037, verify that PDF documents have been
redacted to ensure it does not contain personal identifiers.

A) True
B) False

Notes:

Question 4

Question 5

Question 6
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2 Question 7
Knowledge Check Question? of 9
From the Bankruptcy Events List, what event do you choose to file a
proof of claim?

A) Creditor Maintenance

B) Claims Actions
Q) File Claims

D) Limited

Notes:

= Question 8
Knowledge Check Quastion 80f9

Select YES for“Attachments to document” when:

A

e

filing affidavits, exhibits, etc.

B) file size exceeds 5 MB

Q) file size exceeds 10 MB

— —

D) both A &C

—

E) none of the above

Notes:

= Question 9
Knowledge Check Question 9 of

Complete the sentence below by filling in the blanks.

If the Trustee was filing a proof of claim on behalf of the creditor, select v from the Filed By

Debtor
options. Creditor

Trustee

Notes:
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